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PROPERTY CONTROL SECTION

~

w Sentrol Cection iz resnousiblc Jor the wmalantenense of pronerty accounts of all types

or. of nroverty accovnts, surveys of lost,

of mrorerty wroeured from CIF Dmnds, <the rudis snd inevec
damaged, or stolen property, clearance of individuals prior to resignation or reassignment from éIZ, and
the rerortins of financiel velue of rroperty to the Fiscal Section, Finance Division, es required hy existing
resulations of the Ceﬁeral Accounting Office.

2+ Personnel

The following is the status of personnel in the Property Control Section:

Ofiice of ths Chief

: Property & Surnply Officer CAF-12  %5905.20
25X1A9%a

Administrative Uf'fiocer CAl=9 4£148,60
I"ield Auditor CAF-11 4902,.00
Sec. - Stenorrarher CAF-4 2694.,96 7 Hove 1946
Stenogranher CAF-4 239400
Clerk Typist ) CAL=3 2168420 25 Lov. 1946 Action Pending
Proverty Control Unit
Tacant Froperty & Sunply Officer CLF-9 £149.60
Property & Supnrly Officer CAR=-T7 3307.20 1 Dec. 1946
> Property & Supply Officer Cal=T7 3387.20
} CAF=8 2644.30 28 Octe. 1946 Actbion Pending
Property ¢ Supply Officer CAT=7
25X1A9a CAF-5 2644.80 6 Dec. 1946 Action Pending
Clerk CAF=5 2644.80 12 kov. 1946
Clerik Stenographer : CAF~4 2394.00 14 Wov. 1946 Action Pending
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Audit and Inspsction Unit :
Vacent Property & Supnly Officer CAF=92 4149.60
Prowerty & Sup-lrr Cfficer CAD=-T 3397420 1 Dec. 1946
Ppacertr & Sunnly 0002 ser QAT =b 5001 ,0 1 Tec. 154
25X1A%a hudis Closy Y CrEReEr CHT6 3071100 17 Out. 1ode Aetion Pendine
) Clearance and Survey Unit

Chief - Admin. Officer CAF-7 7397.20 1 Dec. 1946
25X1A9%a Clerl: Stenozrarher CAF-4 2394.00 29 llov. 1946 Action Pending

S&U iecords Uni

_ Property & Supply Officer CaF=T 5397.20 12 dov. 1946
25X1A9a ' ) \ Pronerty Clerk CAF-5 2644.80 12 Hov. 1946
It is believed that the present Table of Oppanization is adecuate for the performance of these functios
and, in view of the world-wide activities of CI%, it is not felt that the Table of Organization is excessive,
provided the Office of Special Operations makes use of the personnsl assigned to the Audit and Inspection
Unit for the audit of vroperty accounts of overseas sctivities. A review of the nrocedures fcllowed by this
Urit, es indicated by the attached flow charts, irdicates that there is a complete interration of procedures
with those followed by the Supply Section, Services Division, and that the system renerally does not place
an undue hardshin on any of the operating branches.
4, recommendation
4} That the Office of Special Operations be advised that they should meke use of the auditors available from

the Property Control Section for audit of overseas activities with resvect to property accountabilitye
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PROCESSING REQUESTS FOR SUPPLIES, FORM 36-7 THROUGH THE PROPERTY CONTROL SECTION *

[S O RN e t i

, BRANCH JACKET FIIES

ot AUDITIRG ONZT: - PROPERTY ACCOUNYS
ONIZ ACCOUNTS VOGCHER FIIR !
— e
‘ i
i FORM B5-7 }«-»L FORM 86-7 ] i

[
‘L FORM 36-7
1. Receives two copies

of Form 36-7 from
warehouse after
issuae haa been
complated,

Checks forms for
nomenclature,
voucher number,
signature, etc.
Segregates Forms
36-7 according to
type of property
1listed.

Makes distributiion
te posting clerks in
appropriate stock
record accounts
concarned.

2,

N

4

4

—

1. Edits Form 36-7 for
nomenclature, stock
numberas, etc.

2. Pogts all items
1isted to appro-
priate Stock Record
. Cards carrying
balences forward.

3, Forwardas to Auditing

Unit, e

nomenclature, stock
numbers, stc,

2. Posta non=expendab14
items listed W 2
Stock Contrel Cards
carrylng hbalances
forward to glve

current total of 3.

property on bhand in

Branches. 4
3. Posts non-expendablq
iteme listed to
*Accounts Control”
which reflecte
current status of
individual Branch
accounte,
Forwards to Auditing
Doite

4

<

Sanitiz

_% FORM 36-7 l____a,‘ FORM 36-7 I

1. Edite Form 36-7 foril.

(G ]

Chscks nomenclature,
stoek nugbers,
voucher number, date
ete, on Fora 36=7.
Chacks indlvidual
postings on all
iteme listed on
Form %6-7,

Checks posting ..
elerk’s calounlation
Forwarde %o appro=
priate Voucher File.

* Above flow cha]
446, 447; end {

I

. Checka Forms 36-7
for posting clerk’s
and auditor'’s
initiale.

Filss Form 36-7
sexrially by voucher

voucher file.

Mt also used for C.I.G.

2d - Approved For Release :
CIA-RDP51-00049A000100010007-0

number to eppropriate

1. Checks Forms 36-7 for
posting clerkis and
auditor:s initials.
Files Form 36-7 in
individual jacket file
of eccountable Branch
Supply and Property
Officer charged with the
supplies.

™0

Forms 36-24; WD AGO Forms

fovernmsnt Shipplng Ordeys.
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P

;rh FCHASE ORLER

g-—-' —~—=-:»l PUKCHASE ORDER i——n

e FORGHASE ORDER

[P I

e

Sanniniia wiaiiilita & bkl

1. One. copy of Purochase Order
received from
Procurenent Secld on. i

2. Placos in Suspeass File] |

s I DELIVERY TICKET i

Chocks acmenclaiirs ., j

= | DELIVERY Tlcx.n.;f-vw- ! perIvERY TICKET)

Checks Purchaze
. Order againat

1. Checks o ses 47 1.
delivery has been

Edits Uslivery © Yo

Checiks Delivery Ticket
Ticket for nomen-

°

uatil Delivery Tickete
are received to com-
plete Purchase Order.

DELIVERY TICEET ,

Receives one signed copy
of Delivery Mcket from
warehouse.

Checks Delivery Ticket
against Purchase Order
and makes proper notations
on Purchase Order indicat-
ing receipt. '
Farwaxde Delivery Ticket
to appropriants Stock
Recoyd Account far posting!

Delivery Ticket and
makes proper note-
tions indicating
racaipt.

2, Formarded to pommenent

Purdhase Oprder File
when deliveries have
besa completed,

completed and if
proper notations
have besen made on
the Purchage Order,
12, Files Serially by
Purchase Order aumbex
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4,

slature, stock
numbers, voncher
nusber, etc,

Posts items listed
to appropriate
warshouse or branch
Stock Record Accouat]
carrying bvelamoes
forward.

Posts items to
"Accounts Control"
if delivery made to
a Branch Supply and
Property Officer.
Forwards Delivery
Ticket to Aullting
Uuti. - L

. Checks individumsl

- Checks posting

°

stock numbers,
vowcher number, date,
etc., on Delivery
Ticket.

postings on all
items liated aa
Delivery Tioket.

clork’s exteasions
on stook resord
cards.

Foraards to appro-
priate Voucher File

for posting clerk’s and
auditor’s initials.
indicallng complation.

2, Files in appropriate

Yarehouse Voucher File
or Branch Supply and
Propertv Jacket File,




PROCESSING PROPERTY TRANS!

Ritizad Fﬁﬂpﬂeéﬁdrﬁﬂfu&?'ﬁ?c?ﬁm GONTROL SECTLON %HEN TRASSFLRS #RE MADE BETWEEN B
ClA-RDP’51-00049A0001000100 7-0 S BETUESN BRANGHES

CHIEF
PROPERTY ACCOUNTING UNIT

CONSIGNOR

BRANCH SUPPLY AND PROPERTY QFFICTR ACOOTRIMS

CONSIGNEE

ATINITING
THE

RDANC A AONTIRIMS TANKTP RYTRRQ

CONSIGNOR

CONSIGNEE

1.

2,

—-—_l FORM 36~=24“_!

FORM 36-24 r
FORM 36-24

Recelives two coples of
Form 56-24 from the Branch
Supply and Property
Officer who is the
conaignor.

Chechs nomenclatwre, stock
numbers, wvoucher number,
signaturs, etec.

Forwards to posting clerk
in Branch Supply and
Property Officer Accounts.

FORM 36-24

1. Posts all items as
eredit to account of
consignor on
"Accounts Control”,

2, Forwards Form 36-24

to Auditing UBE%:un g

RO POSTINGS ars mde to
Acoount as inter-branch
change wtal guantity o
Branch Accounts,

1. Posts all items as
debit to account of
consignee on
"Ascounts Controlr,

2. Forwards Form 36-24
%0 Auditing Uni®s oug)

Branch Stock Record
transfers do not
£ property charged to

Sanitized - A

-‘ FORM 36-24 §__

S LFOEII 3624 i

FORM 36524

e

1, Checks nomenclatwre,
stock numbers,
voucher number , date,
ete. on Form 36-24.
Checks posting
clerk’s caleuwlations!
Checks individual
postings on all
items listed on
Form 36<24.,

Forwarde to appro-
priate Voucher File.

3.

4

a
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Checke Forme 36-24
for posting clerk’s
apd auditor®s
initials.

. Files Form 36-24 in

indi vidual jacket
file or accountable
Branch Supply &
Property Officer
transferring the
supplie s,

FOR 36224

1. Checks Forms 36-24 for
posting clerk®s and
auditor’s initials,

2.Files Form 36-24 in
individual jacket file
of accountable Branch
Supply and Property
Officer charged with the
supplie s,
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OPKRTY GUMTROL SHOTIQN *

[}

!

o kb RidIL E

}

4

BRANI QrinnT v

R T R TR

1.

2,

4,

! Deptroy

FORM 56-16 ||

] FORM 36-16

——'["rom 36.16 !'

¥

Receives three coples of
Form 36-16 from initleting
accouniable officer,
Checks Form 36-16 for
nomenclature, voucher
number; siguature and
compliance with current
regulations on property
ad justmenta,

Propares recommendation
and forwarde two copies
%o Director of Services
for action.

Holde one copy in Suspense

—
Ly F

sakioil Nesa iy ALGUUNE |

RALS

[
i

CORY 5616

FOR! 36-16 —[__.,:.[ FORM 36-16
)

1. Approves or dis-
approves Form 36-16
and returns both
copiee 0 Property
Contrel Section,

2. Chief, Property
Accounting Upit
forwards one approvel]
copy of Form 36-16 w5
originating officer.

3. Forwards other copy
0 posting clerk in
appropriate stock
record account.
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1. Files as valid

voucher to his
account in lisu
of unsigned
SUSpPEREe COpY

- Bo&x 35-16

—

—| FORM 26-16  |—fm| FoRN s616 |

1. Edits for pomens
clature, stock
pumbers, voucher
number, ete.

. Posts 1tems listed

on Form 36-16 to

appropriate accounts,

Forwards to Auditing

Tnidhoss v

n

Above floew chart alee ug

o Checks nomenclature,
stock pumbers,
voucher mumber, date
ebc, on Form 36<16.
Checks individual
postings on all itemd
listed on Form 36-16
Checles posting clerkd
extensions on stock
record cards,
Forwards Form 3616
to appropriate
Voucher File,

'y
&

od for WD AGO Form 444.

1. Checks Form 36=16 for
posting clerk’s and
auditor's initials
indicating completion.

2. Files in appropriate
VYoucher or Jacket File,
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THTWE  DROADEDPYV 1 M T N ppARTomY l TNTTT AT ' DRAR LR MY I WAPFHOTIQR NAD '

{ LAREEINTIAR UNTINHEER BT Tw

mTeR sTINTVT
SUKVEY ONiE i DURYRG ol ioy L AR B i Fowded RV P T
] i ;
l ! !
, | z
| romeze1s [ - | Fons o6-15 i A i E
| 7 361 i o ' ) ) ! 1 !
| FORM 36-18 }J | Foru 618 | .3 t FORI 26-18 !—Cba FORY 2518 g,,_“m[ Qe 36-18  Li o | PoRu z6els |
et FORM 56-18 ?
H R iR L s oS e a et o ;
jile
1. Recaives three 1, Reviewe survey « Files appmoved 1. Checks Form 36-18|1. Edits for nomea- !l. Checks nomea® 1. Checks Form 36-18
coples of Form and {indings, copy i voucher for nomenclature, clature, sioek clature, siock for posting clerk's
36-18 fom 2. Takos fional 5 1e ap g valid stock pumbers, numbers, vousher numbers; voucher and anditor’s
origlnating office, actlion and el ther voucher in liew voucher number ot numb ey, ete. ouber, date, ehc. initialis indicaeting
2. Checks data on approves or dis- of unsl gned 2. Checke to see if |3, Posts items listefi2. Checks individual completion.
Survey report such appIo ves survey . ENaps B8 COPY- final action hes on Form 36-18 to pos i ngs oo all 2. Files in agpropriate
a8 nomencleture, 3. Forwmards ome copyj : been completed.’ appropriate stoci itoms listed. Vouciter or Jacket
circumstances,; ete, to initiating 3. Forwards to record account. |3. Checks posting File,
%, Initiates {nvesti- of ficer if Pogting Clerk of |3. Forwards to clerks exienal ons
“gatlng actdon. epproved. eppropriate stodk Audi ting ¥odd, =, op stock reeord
4. Prepares “Findings" | 4, Forwards one COPY| record account . cards.
and makes recommends to Chief, Property 4. Fomwards to
tion based on Gontrol Unit 4f appropria te
find ngs. ° approved. woucher file,
3. Forwarde two copies | 5. Disepproved Survey
1 Survey Board. returped o Chief .
6. Files one copy . in Froperty Survey
agent ¥ survey file. Unit for appro= )
priate astion. ® Above flow cdrt elso used for WD AGO Forms 1i5.
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